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Requesting Agency 

HARFORD CGUHTT 
3. Authorization Requested (Check only one of the squares below) 

Division or Bureau of Requesting Agency 

BOARD OF BDUCATIOK, Transportation cad 
Sclioul Luauh Pi-cgraa 

•
Dispose of present accumulation. No 
additional accumulation is antici

pated. Records have ceased to have value 
to warrant retention. 

Establish retention schedule for re
cords for which there is o continuing 

accumulation. The records will cease to 
have value to warrant their retention after 
the period of time indicated.' 

•
Microfilm and destroy originals. 
Originals if not microfilmed would be 

retained for the period of time indicated. 

4. 
Item 
No. 

5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet) . Show recommended retention period. 

6. Recommendation 
of Hall of Records _ 
and Board of Public 
Works. 

1. 

2. 

TRAB3P0KTAII0B BSfflMffgS SUMHART 
Form Ho.t k kf 9/$$$ t 6-A & F & R k/$B 
Sleet 8J* x 11" 
Dates* 1S£0 - -
Qaantltyt $ file drawer 

Aa annual summary Is prepared for costs of transporting public 
school pupils at ptfolle expense giving the type of taoillty, the 
mtnber of unite required* the masker of routes* trine end pupils 
to be transported irtth the estimated cost* The s unwary ie ease In 
duplicate} the eopy la filed la the office end the original Is for* 
-warded to the State Bopartwmt of Education, where they ere retained 
from five Tears or until audited* whichever la later* and then des
troyed (Schedule #3bS* Item U). 
RSCOJBESDAXIGBt RBTAZS FOB FIVE T3AES ASD TBSB BX3IB0T. 
BEQUEST FOR ATEROfAL OF CBAWQB IH PUBLIC SCHOOL TRAH5P0RTATIOS COHTRACf ~ — — 

Fora Ho. i T-l A & F 6-$7 
Siset 8§* z 11" 
Dates: 1950 
Quantity: $ file drawer 
File Arrangement i Chronological 

Xa order to change or add school bus routes • form is prepared la 
duplicate for enteral aa! on to the State Departasnt of Education for 
approval} school ̂ •asportation In Barf erd County is paid entirely 

Business Manager 3/17/1961 
Title Date 

Disposal Authorized as Indicated in Col. 6 by Board of 
Public Works. 

Archivist 
A P R I U IC ' I 

Date 
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5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

from State foods. The font gives the date* the previous and re
quested contract costs, an explanation of previous and requested 
route changes* the identifying number of the bus with its previous 
end present value, bus capacity and tire else, bus sake and year, 
the names .of the contractor and driver end the driver's daily 
salary. Both the original and duplicate are sent to the State 
Department where the duplicate copy is filed end the original is 
approved, signed, end returned to the local board* The State Depart
ment retains its copy for five years, or until audited, whichever 
is later, end then destroys it (Schedule He* 3U6, Item It )• 
RBCOI«SHDAXIQSi RETAIH FOR THE DURATIOH OF THE CONTRACT AND FOB 

TOREK TEARS THEREAFTER, AHD THSH DESTROT. 
SCHOOL LPKCH PR03RAH DIRECT BISTB3BPTI0H REPORTS 

Siee: 6$» x llB 

Detest 1950 - -
Quanti-feyi $ file drawer 
File Arrangementi Chronological 

Tri-annual inventory reports are »ede in Soveaber* Bareh, and June 
to the StaW Department of Education reporting food on hand «hieh 
has been directly distributed to the county schools by the United 
States Department of Agriculture giving the name of the school, and 
the type and nuaber of food units regaining, The file ie composed 
of duplicate copy of the report and contains in addition a snail 
quantity of correspondence with Federal and State agencies regard
ing tha direct distribution program. These reparte ere retained 
by the State Papartagat for three years or until all requlrensnte 
are net, tftlchevar is later, and then destroyed (Schedule So. 3b?, 
Item 2). 
RBOOKHBSDATIOHt REPAIR FOR THREE TEAKS AHD THBff DESTROT. 
CLAIMS FOR FEDERAL RBIHWRBSttgST - SCHOOL LOKCH PROGRAM" 

Sises 9* x 12* sheets 
Datest 1S5S - -
Quantity* 1 file drawer, 1 bundle 
File arrangements Alphabetical by etrhctol. 
Disposable Aaoonti 2 oubio feet 

Monthly claims for reimbursement from Federal funds j under the 
school lunch program are made for each school on forms supplied 
by the State Department of Education giving the name saTs^areey— 
of the school, the namber of lunches served and the total cost to 
the pupils, the namber of free lunches end the emount of reimburse
ment claimed, the somber of half-plnta of milk purchased, the price 
paid to the producer and the selling price, sad the amount of reim-

This record la prepared in triplicate and is 
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5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

signed by the school principal who retains one copy for the school 
flies sad forwards the original and second eopy to the County Board 
of Education for the signature of the Superintendent of Schools. 
The copy ia filed and the original is then sent to the State Depart̂  
seat of Education for transmittal to the United States Pepartsjeat 
of Agriculture for payasnt. Included in this file is a contained 
nonthly report for all county schools, prepared in duplicate by the 
Board from the unit reports* Both copies are sent to the State 
Departasnt of Education where the original is filed and the copy 
is receipted; dated and returned to the County Board* In addition* 
each school principal includes -with bis reimbursement data a flaan4 
cial statement of operations giving Itemized income and expenditures, 
totalŝ  tmd the final balance which oust equal the reconciled bank 
balance less accounts payable end pins reirijuraeaents claimed but 
not received sad the reconciled cash balance* Bone general corres
pondence is Included in this file. Claims records are retained by 
the State Pepartasut for three yeare or until ell audit reaulre-
ctente ere net, whichever is later* and then destroyed (Schedule 
Ho. 3U°# Items 5 sad 6)« 
RECOHHEBJBATIOrJt RETAIN FOR FOUR TEARS AHD THEH DESTROY. 
SURPLUS COMHDBITY PISTRIBUTIOH RECEIPTS 

Siae: 5* ac 5" slips 
Detest 1$$$ - -
file Arrangewntj Alphabetically by school, then 

chronologically 
This file is composed of receipts for directly distributed food for 
the school-lunch program giving the date, the aaae of the school, 
the commodity, "the nuober sad section of the Federal statute under 
which the food is diebributed, the period of time in which the food 
is to be utilised and the guide rate (pounds/child/senta) for Its 
use in that period* These receipts ore prepared by the Board ia 
triplicate sad ere signed by the person receiving the ooawodttar at 
the school, usually the cafeteria, manager* The original is re
tained by the cafeteria aanager for his file, the second eopy la 
sent to the principal who signs sad mails It to the local Board, 
and the third copy is returned directly by the distributer to the 
Board as a teapcrary receipt until the principal's eopy has been 
received* Tho recommendation below applies only to the original 
retained by the school cafeteria sad the copy signed by the princi
pal of the school* The eopy returned by the distributor Is non-
record nithin the meaning of the statute governing nm-rceord 
material (Art* ll, Section 179, Annotated Code of Maryland, ;l$r57 Edition), and aay.be destroyed when the Board receives the* copy 
signed by the school principal. * — 

IMCOtWKttUATICWt RETAIH FOR FOUR TEARS IBB THSH DBSTROT 
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